
Facilities and Support Services 
Records Management and Control 

... . . ~ ~ ~ ~ ~ 

860207 -01  
INSTRUCTIONS: The Records Management Officer of the Records Management and Control Unit will be of assistance 
this form. After Division Director/Designee has signed the form, forward original to Records Management and Control, 130 Memorial 

, Assignments and Administration Unit 

I 
w s m e n t s  & ! 

656-6782 

___._ - . Person to Contact Mr. Roger Reece Working Title 
Administration Unit 

I_ -- ~ _. ~ .~ ~. -- ~ . . .  
i. Action Requested 

a 
b. 0 

Establish Retention Schedule; record will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

i. Division and Office Function 
Field Services Division, Assignments and Administration Unit. 
results o'f audits of employer records as conducted by Field Representatives. 
data to the U. S. Department of Labor required on the Contribution Operations Report' (ETA581) 
See attached sample **ETA-581 and Manual Transmittal Letter No. 1442 dated November 1 2 ,  1984 
on "Part. 111, Chapter 1600, Contribution Operations." 

To report the findings.and 
TO pr&vide 

,' . .  

/. . * .  

**See attached ETA-581 and Manual Transmittal Letter No. 1442 (EXHIBIT B). 

r. R co d Se& Description This f i le contain 
Iudit Report Attach samples o 

Documents relating to: Audits conducted by Field 'Representatives on employer records. 

lncludedare: Georgia Department of Labor, Employment Security Agency, Audit Reports (ESA-118s). 

- ~- . 
* 

Fileisarranged: By month for each year. 

B. Monthly Reference Rate . How often are I'ecords referred to which are: 
-1 * ; Thirteen to twenty-four months old * One to six months old ; Seven to twelve months old * 

twenty-five months and older * ?*Referred to only as needed for Fed., State, or outside audits - -_I__- 

9. Annual Rate of Accumulation of Records 
Letter-size drawers 2 ; Legal-size drawers- ; Shelves ; other(specify) - 

I 
L_ 

-- 
iOver) DOL-144 IRd185J 



. , I  .I ..-.. ....r.E .= ... 
ationrequiring &uri& handling?  if yes, cite law or rruLson. 

1 - _ 1 _ -  - - ~ ~  - 
Is this series (or a mq'orportion of i f )  replarly microfilmed? 
Does the record series result in a computerprlntout? 

-I- l_.__I____ 

_1 
-_ __\lll-- ----- 

11. Retention Requirements The following requires the series to be kept: 

a. State Law -- 4_-- years? d. Audit period - yean. 

years. b. Statute of limitation 

c. Federal Law +- years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

-- years. e. Administrative need 1 - ~ _ _  

*See attached (Extract) Employment Security Law: 
'*See attached Contribution Operations - - ETA-581, (EXHIBIT B) . 
12. Approved-Disposition Instructions 

38-8-4 (EXHIBIT A). 
-- "_ 1 a. 

This agency recommends that t f i l e c u t  off at the end of each: 

DCalendar Year; 0 Fiscal Year; 0 Other then. 

Hold in the current fi les area month(s) 1 year(s); then 

Transfer to State Records Center; hold 3 year(s); then 
Destroy. 

0 Transfer to local holding area; hold yeark); then 

0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

t e  AuditorlDesignee 
artech letdsr of explanation.) 


